
   

 

Department of Defense   |   Defense Human Resources Activity 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TAC & TraX Helpful Resources Guide 
 

May 05, 2022 
 

GUIDE 

V2.0 

 



Guide: TAC and TraX Resources  May 05, 2022 

   
Defense Travel Management Office             1 travel.dod.mil 

 

Table of Contents 

Chapter 1: Introduction ......................................................................................................... 3 

Chapter 2: Local Level Travel Assistance ........................................................................... 4 

2.1 Local Support Options ............................................................................................................... 4 

2.2 How to Find Local Support ........................................................................................................ 4 

Chapter 3: TraX ...................................................................................................................... 6 

3.1 Accessing TraX ......................................................................................................................... 6 

3.2 TraX Home Screen .................................................................................................................... 9 

3.3 Help Tickets ............................................................................................................................... 9 

3.3.1 Create Help Ticket ............................................................................................................ 9 

3.3.2 My Tickets ....................................................................................................................... 11 

3.4 Knowledge Center ................................................................................................................... 12 

3.4.1 Knowledge Search .......................................................................................................... 12 

3.5 Training Module ....................................................................................................................... 14 

3.5.1 My Roles ......................................................................................................................... 15 

3.5.2 Available .......................................................................................................................... 16 

3.5.3 Scheduled ....................................................................................................................... 19 

3.5.4 Completed ....................................................................................................................... 20 

3.5.5 Seminars ......................................................................................................................... 21 

3.5.6 Info .................................................................................................................................. 22 

3.6 Trip Tools ................................................................................................................................ 22 

3.6.1 Trip Calculator ................................................................................................................. 22 

3.6.2 Quick Tools ..................................................................................................................... 31 

3.7 Announcements ...................................................................................................................... 37 

3.8 Travel Feedback ...................................................................................................................... 37 

3.9 My Profile ................................................................................................................................ 38 

3.10 Change Password ................................................................................................................. 40 

Chapter 4: TAC .................................................................................................................... 42 

4.1 TAC Operations ....................................................................................................................... 42 

4.2 Contacting the TAC ................................................................................................................. 43 

4.3 Receiving TAC Information ..................................................................................................... 48 

Chapter 5: Acronyms .......................................................................................................... 49 

 



Guide: TAC & TraX Helpful Resources                                                                                                                                                               May 05, 2022 

   
Defense Travel Management Office             2 travel.dod.mil 

Revision History 

Revision Date  Authorization Change Description Page, Section 

1.0 08/06/15 
Defense Travel 
Management 
Office (DTMO) 

New All Chapters 

1.1 07/12/17 DTMO 
General updates and 
formatting 

All 

1.2 06/20/18 DTMO 

Updated links 

Fixed formatting errors 

Updated TAC 
information 

Throughout 

Throughout 

Section 4.3 

1.3 09/11/20 DTMO 

Revised formatting  

Updated Passport and 
TraX screens and details 

All 

1.4 06/07/21 DTMO 

Updated TraX Home 
screen 

Updated Create Ticket 
screen  

Updated Available 
Training and Scheduled 
Training screens 

Updated Trip Tools 
Navigation Screen 

 

Throughout 

Section 3.3.1 

Figure 3-15 and 
3-17 through 3-
20 

 

Section 3.6 

 

 

2.0 05/05/22 DTMO 

Transferred data to the 
new DTMO template 

Update screen shots 

Removed Mileage Tool 
Section 

Added TAC CallBack 
Feature 

Updated TAC Chat 
Feature 

All 

 

Chapters 2 & 3 

Chapter 3 

 

Chapter 3 

 

Chapter 3 

 

  



Guide: TAC & TraX Helpful Resources                                                                                                                                                               May 05, 2022 

   
Defense Travel Management Office             3 travel.dod.mil 

Chapter 1: Introduction 

This manual provides information about DoD travel support resources available on the DTMO website (Figure 1-

1).  

 

Figure 1-1: DTMO Website 

The Support section of the website provides: 

¶ Frequently Asked Questions 

¶ Local Level Travel Assistance 

¶ Recruit Travel Assistance ς not addressed in this guide 

¶ Travel Assistance Center Travel Management Company Assistance - not addressed in this guide 

You can search Frequently Asked Questions for programs, regulations, system, training, document processing 

answers and much more (Figure 1-2).  

 

Figure 1-2: Frequently Asked Questions Screen 

You can use the listing for Local Level Travel Assistance to reach out to Site Level or Helpdesk DTAs for travel aid 

with documents, system functions, and detaching profiles. Note: If your Component has Level II Helpdesk (i.e., 

Army ς DFAS Tier II Helpdesk) then that information should also appear in the local listing. 

You can access Passport & Travel Explorer (TraX) to take travel training classes, search more FAQs, and submit 

Help tickets.  

You can contact the Travel Assistance Center (TAC), who are the DoD-wide support for issues unresolved or 

unaddressed at the local level. They can help with DTS issues, Commercial Travel Programs, and Travel Policy.  

https://www.travel.dod.mil/
https://www.travel.dod.mil/Support/
https://www.travel.dod.mil/Support/Local-Level-Travel-Assistance/
https://www.defensetravel.dod.mil/neoaccess/login.php
https://www.travel.dod.mil/Support/Travel-Assistance-Center/
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Chapter 2: Local Level Travel Assistance 

When you need help with an issue related to official travel, you should pursue all available local support options 

before seeking outside support. 

2.1 Local Support Options 

Local support includes: 

¶ Local travel experts ς Ask around. In addition to the trained and knowledgeable experts (e.g., Defense 

¢ǊŀǾŜƭ !ŘƳƛƴƛǎǘǊŀǘƻǊǎ ώ5¢!ǎϐύΣ ȅƻǳ Ƴŀȅ ƘŀǾŜ άƛƴŦƻǊƳŀƭ ŜȄǇŜǊǘǎέ ƛƴ ȅƻǳǊ ƻŦŦƛŎŜΣ ŜǾŜƴ ŀƳƻƴƎ ȅƻǳǊ ƻǿƴ 

peers, who have worked through the same types of issues. 

¶ Service or Agency help desk ς If your organization has a help desk, use their experience. Please note 

that some organizations limit who may call the help desk. Be sure to follow your local policies. If they 

ƻƴƭȅ ŀƭƭƻǿΣ ǎŀȅΣ ŀ 5¢! ǘƻ Ŏŀƭƭ ǘƘŜ ƘŜƭǇ ŘŜǎƪΣ ŘƻƴΩǘ Ŏŀƭƭ ǘƘŜƳ ƛŦ ȅƻǳΩǊŜ ƴƻǘ ŀ 5¢!Φ 

[ƻŎŀƭ ǎǳǇǇƻǊǘ ǇŜǊǎƻƴƴŜƭ ŀǊŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƭƻŎŀƭ ōǳǎƛƴŜǎǎ ǊǳƭŜǎΣ ƳŀƪƛƴƎ ǘƘŜƳ ǘƘŜ ōŜǎǘ ǎƻǳǊŎŜ 

of answers to your travel questions. 

2.2 How to Find Local Support 

If you are not sure how to locate your local support (e.g., a help desk or Lead DTA [LDTA]), a good place to start 

is the DTMO website (Figure 2-1) using the direct link https://www.travel.dod.mil/Support/Local-Level-Travel-

Assistance/.   

 

Figure 2-1: DTMO Website Support Screen 

https://www.travel.dod.mil/
https://www.travel.dod.mil/Support/Local-Level-Travel-Assistance/
https://www.travel.dod.mil/Support/Local-Level-Travel-Assistance/
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¶ On the Local Level Travel Assistance screen (Figure 2-1) select your Service or Agency and a listing 

appears below (Figure 2-2). 

 

Figure 2-2: Local Level Travel Assistance (by Components) Screen  

¶ You can scroll through the list and advance by selecting Next at the bottom of the page. 

-OR- 

¶ Further define the request by using the drop down menu and picking one of the options (i.e., Site 

Name, Phone, or Email) and then select Search (Figure 2-3). You can also enter a Key Word and 

Search. 

  

Figure 2-3: Local Level Support (Results List and Search Options) Screen  

If your local support information is missing or incorrect, contact your LDTA to make the correction. If you are the 

LDTA, use the Update Local Help Desk Information located on the left side of Local Level Travel Assistance 

screen, to submit a change (Figure 2-1). A Local Level Support - Request Update screen opens. Note: You will be 

prompted to answer a question based upon a picture. Be sure reply with a one-word response (e.g., bus, car, 

tree). 
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Chapter 3: TraX 

Expanding your travel skills by using the training resources is one of the best ways to avoid travel difficulties. 

IƻǿŜǾŜǊΣ ǘƘŜ ōŜǎǘ ǘǊŀƛƴƛƴƎ ƛƴ ǘƘŜ ǿƻǊƭŘ ǿƻƴΩǘ ǇǊŜǾŜƴǘ all travel problems. If your local level support is unable to 

ǊŜǎƻƭǾŜ ȅƻǳǊ ǘǊŀǾŜƭ ŎƻƴŎŜǊƴΣ ƛǘΩǎ ƴƛŎŜ ǘƻ ƪƴƻǿ ǘƘŜǊŜ ŀre other means readily accessible in finding a solution. 

Travel Explorer (TraX) is a 24 hours a day, seven days a week interactive application containing valuable tools, 

travel information, and training sources for the DoD travel community. This section introduces you to the 

capabilities of TraX, starting with access and log on. 

3.1 Accessing TraX 

ThereΩǊŜ a few ways to access TraX. You can access the link through the DTMO website under Helpful Links, 

Passport & TraX (bottom of website pages), the menu dropdown for Training, Support sections or using the 

Search box, just to name a few. TraX is also accessible from the DTS Home page, under Travel Resources. 

On the DTMO website, Training, eLearning you can logon using the ¢Ǌŀ· .ƻƻǘǇǊƛƴǘϰ icon (Figure 3-1).  

 

Figure 3-мΥ ¢ƘŜ ¢Ǌŀ· .ƻƻǘǇǊƛƴǘϰ LŎƻƴ 

¶ For this guide, we will log into TraX, using the DTMO Passport link (Figure 3-2) at 

https://www.defensetravel.dod.mil/neoaccess/login.php. You are presented the DoD Warning to 

advance, review the information on the Passport Message page and select OK to proceed. 

 

Figure 3-2: Passport Message Page 

https://www.defensetravel.dod.mil/neoaccess/login.php
https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
https://www.travel.dod.mil/Training/eLearning/
https://www.defensetravel.dod.mil/neoaccess/login.php
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¶ You must have a user account to log into Passport. If you do not have one, select register here on the 

Passport Login screen (Figure 3-3). If you already have an account, then skip the next step. 

 

Figure 3-3: Passport Login Screen 

¶ The Passport Registration page opens (Figure 3-4). 

 

Figure 3-4: Passport Registration Page 
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     There are two ways to register an account in TraX.  

¶ Register an account with Login Email: Enter an email address, first and last name and remaining 

mandatory fields, then select Submit Registration. After your account is created, you will receive an 

email informing you of the status. You use the link within the email to complete registration and 

establish a new password. Once you complete the actions, return to Passport, enter your email address 

and password, and then select Log into Passport (Figure 3-3). 

¶ Register with your CAC: Select Register with your CAC. Upon account creation, you will receive an 

email notifying you of the status. You will be able to log into Passport by selecting Continue with your 

CAC (Figure 3-3). 

o From the Passport Login screen, log in with your preferred method (Figure 3-3). The Passport 

Home page opens (Figure 3-5). You can access different applications based upon your 

permissions. At a minimum, you will have access to My Profile, Subscriptions, and TraX.  

Á My Profile: Access your Passport profile to update your registration data (e.g., work 

email address). You can change your TraX login email address to match your work 

email. For the details, see Section 3.9. 

Á Subscriptions: DTMO Publications are announcements you indicated be sent to your 

email. You may unsubscribe at any time, by selecting Subscriptions. When the page 

opens, uncheck the notice box to Unsubscribe. 

Á TraX: Tool used to access training, help tickets, and trip cost estimator. For complete 

details, see Sections, 3.4, 3.5, and 3.6. 

 

Figure 3-5: Passport Home Page 

o At the bottom of the page, you can also access Passport Home, DTMO Home, Passport 

Feedback, and Logout.  
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3.2 TraX Home Screen 

From the Passport Home page, select TraX (Figure 3-5). The TraX Home page opens (Figure 3-6). You can access 

the quick links directly on the page or choose specific options from the Navigation Bar, which include: 

¶ Training: Launch training recommended specifically for you based upon your designated role(s) (see 

Section 3.5). 

¶ Knowledge Search: Search FAQs on travel topics, access guides, and resources. 

¶ Trip Tools: Open individual cost estimation functions (see Section 3.6). 

¶ Travel Assistance: Create new Help Tickets and access your submitted Help Tickets (see Section 3.3). 

¶ Announcements: Select any item to view more information in the display area. 

¶ Passport Home: Return to Passport to access other features (Figure 3-5). 

¶ Log Out: Close your TraX session. 

 

Figure 3-6: TraX Home Page 

3.3 Help Tickets 

A help ticket is an electronic request for assistance. When you have a travel-related problem, and need more 

help thaƴ ȅƻǳǊ ƭƻŎŀƭ ǎǘŀŦŦ Ŏŀƴ ǇǊƻǾƛŘŜΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ƛƴǾƻƭǾŜ ǘƘŜ ¢!/Φ ¢ƘŜ ǉǳƛŎƪŜǎǘΣ ōŜǎǘ ǿŀȅ ǘƻ Řƻ ǘƘŀǘ ƛǎ ǘƻ 

complete and submit a help ticket. See Section 4 for much more information about the TAC. The Travel 

Assistance module allows you to choose the Create Help Ticket form to submit a travel problem. My Tickets 

section is to browse for your submitted tickets. 

3.3.1 Create Help Ticket 
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When you submit a new ticket to the TAC, it is important to provide as many details as possible. The Create Help 

Ticket form (Figure 3-7) gives you the ability to record the details. Only the items marked with a red asterisk are 

mandatory, but you should fill in as many fields as possible. If you do not provide enough information, the TAC 

analyst will need to contact you to obtain the information, which slows down the process. 

 

Figure 3-7: Create Help Ticket Form 

Available fields on the form, from top to bottom include: 

¶ Tips: Information only (not editable) 

¶ Title: Enter a short summary of the issue. Highlight significant details. 

o Good: DTS document EWMIAMIFL102120_A01 stuck at CTO SUBMIT 

o Poor: Traveler has a problem 

¶ Description: Give a detailed account of what happened, how you tried to solve it, and the results. 

o bŜǾŜǊ ƛƴŎƭǳŘŜ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ Ŧǳƭƭ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ ƴǳƳōŜǊ ό{{bύΣ ǿƘƛŎƘ Ǿiolates regulations 

mandating protection of Personally Identifiable Information (PII). 

o When entering data into the form carefully type or copy/paste the information from DTS into 

the ticket to avoid entry mistakes. 

¶ Attach Documents: Attach screen captures of error messages when possible to help the TAC analyst 

solve your problem quickly. When you capture a screen image, include the entire DTS screen. Zooming 

in on a smaller area may make it hard for the TAC analyst to figure out exactly which DTS screen to 

review. 

Note: You may only attach .pdf documents to help ticket. TraX does not permit other file formats. You 

will receive an error message if you try to upload an invalid file format. The file will not attach to the 

ticket. If you receive an error, remove the invalid formatted file and upload a .pdf version. 
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¶ Subject: Use the drop-down menu to select the category that best describes the topic. You may have to 

drill down to a sub-category or two to get the best fit. Once you make your selection and choose OK 

then additional fields display for entry. Note: The TAC uses the Subject to route your ticket to the 

correct analyst for resolution. 

Between Subject and Submit can display both mandatory and optional fields. Not all optional fields 

pertain to every problem. Depending upon what item you choose under Subject drives the available 

fields. For example, if you select Authorization and then Creating Orders, you will see fields for 

Traveler Last Name, Traveler First Name, Traveler SSN Last 4, Reservist (Yes or No), Travel Date, 

Document Type, Document Name, and TANUM. Whereas, if you select Authorization and Reservation 

then you see the above mentioned fields along with PNR, GDS, and PCC. The Passenger Name Record 

(PNR) is what identifies your request to the Travel Management Company (TMC) and is in the 

document under the Reservations section. The Global Distribution System (GDS) and Pseudo City 

Code (PCC) which is used to send reservations to the TMC are available by selecting the  icon next to 

ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ƴŀƳŜ within a document or the DTA can view the data within the DTA Maintenance 

Tool, Organization table.  

¶ Submit: This button is the last action on the form. Selecting it, does not immediately create a ticket. 

LƴǎǘŜŀŘΣ ŀ άǘƛŎƪŜǘ ŀǾƻƛŘŀƴŎŜέ ǎŎǊŜŜƴ όCƛƎǳǊŜ о-8) provides frequently asked questions (FAQs) from the 

Knowledge Center (see Section 3.4) that may provide an immediate resolution to the problem. 

 

Figure 3-8: TraX Provides FAQs to Provide Immediate Resolution 

¶ Review the FAQs. If one of them provides a solution, select My Question is Answered to navigate away 

from this screen, or close your browser to exit the ticket creation process. Otherwise, select Finish 

Submitting Ticket to direct your ticket to the TAC for resolution. 

3.3.2 My Tickets 

When the screen opens a listing of your submitted tickets appear. If you have several tickets, you need to scroll 

to the bottom of the page to advance the listing or at the top of the screen use a search tool and filter to locate 

a particular ticket (Figure 3-9). 

Each ticket contains a ticket number, status, title, and if applicable, a travel authorization number (TANUM) and 

close date. Select the Title hyperlink to open the record and review updates or comments added by the TAC 

analyst. 
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Figure 3-9: My Tickets Screen 

3.4 Knowledge Center 

The Knowledge Center is the repository of travel related sources contained in hundreds of Frequently Asked 

Questions (FAQs). Many of those FAQs contain hyperlinks, which provide access to a multitude of web-based 

materials and training resources. You access Knowledge Search from the TraX Home page or Navigation Bar 

(Figure 3-6). A listing of resources automatically appears for viewing (Figure 3-10) based on new and recently 

updated materials and items most often viewed. 

3.4.1 Knowledge Search  

There are multiple opportunities to locate travel resources in the Knowledge Center. On the Knowledge Search 

page, you can enter a single word or multiple words in the Key Word field (Figure 3-10, Indicator 1).  

To use the search feature: 

¶ Enter key words in the text field. 

¶ Select the Search button or press Enter on your PC.  

¶ The database returns published questions and answers. Note: You can search by its ID number too.  

 

Figure 3-10: Knowledge Search Screen 

1
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If you choose the Advanced Search link, the Advanced Search window opens providing the Filter by product 

(Figure 3-11, Indicator 1), and Filter by category (Figure 3-11, Indicator 2) options. 

¶ Filter by product provides 13 specific topics to narrow the search criteria (e.g., document types, DTA 

admin, and login). 

¶ Filter by category offers 8 specialized topics to narrow the search criteria (e.g., DTS training resources, 

GTCC, and Rental Car). 

 

Figure 3-11: Advanced Search Option Screen 

¶ Choose the query method, then select Search and the results display. 

¶ Select the hyperlink to open the relevant entry. The item displays a topic or question, an ID number, 

published date, revised date (if applicable), and a detailed response (Figure 3-12). 

 

Figure 3-12: Entry Details Screen 

3.4.1.1 Knowledge Search Additional Sources 

If you review a FAQ and the response does not answer your question you can view the additional links at the 

bottom of the entry (Figure 3-13).  

1

 

2
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Figure 3-13: View Resources Links 

You can examine the answers viewed by other customers, which may be helpful. If you want to revisit the FAQ 

that you previously read, look under Previously viewed answers.  

If you find a specific FAQ is beneficial and you want to know if the item undergoes changes, select the Notify 

Me. You will receive an email when the FAQ is updated in the Knowledge Center (Figure 3-13). 

3.5 Training Module 

From the TraX Home page, you can access the Training module directly from the page or from the Navigation 

Bar (Figure 3-14). When you select Training, the Available Training screen opens (Figure 3-15). By default, the 

Recommended classes display based upon your selections in My Roles. 

 

Figure 3-14: TraX Home Page 

If this is the first time in the Training Module, start with My Roles and verify settings before searching for 

classes. 








































































